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A|M’s 1972 Index of Articles 


A classified guide to all major features 


AS A SERVICE to our many subscribers who keep back issues of A/M for reference, 


and other selected items published this year 


and as an aid to librarians, we publish this detailed index of features for 1972. It 
lists all major articles published this year, as well as selected smaller items from reg- 
ular columns such as “Personnel Problem Clinic,” “AMemo,” and the like. Some 
A/M features are available as reprints (see Reader Service Card); all are avail- 
able as photocopies (see page 95). In addition, annual volumes of Administrative 
Management are available on roll microfilm through University Microfilms, 300 
N. Zeeb Rd., Ann Arbor, Mich. 48103. A/M indices for previous years through 
1965 are also available at prevailing photocopy rates from our Reprint Department. 


Books Reviewed 


Business Forms, Design and Control—By Joseph 
oF cael a Ronald Press, New York, 226 pp., $14 

ay, p 

23 Characteristics Review—Vol. 12, No. 

GML Corp., Lexington, Mass., 258 pp., $15 
iNew p. 90). 

Cutting Communications Costs and Increasing 
Impacts—By George T. Vardaman, Carroll C. 
Halterman, and Patricia Black Vardaman, John 
wig ‘ Sons, New York, 281 pp., $11.50 (Apr., 


Entrepreneurial Management—By Charles A. 
Dailey, McGraw-Hill, New York, 208 pp., $9.95 
(May, p. 16). 

Every Employee A Manager—By M. Scott 
oes, — New York, 233 pp., $8.95 

e 

Executive’s New Computer: Six Keys to Putas 
Success, The—By Oliver Wight, Reston Publishing 
Co., Reston, Va., 182 pp., $9 (Aug., p. 10). 

Handbook of Modern Office ecient & Ad- 
ministrative Services—Edited by Carl Heyel, Mc- 
a Hill, New York, 1,172 pp., $29.50 (Aug. 
p. u 

History of Management Ran The—By 
Claude %. George Jr., Prentice-Hall, ‘Englewood 
Cliffs, N.J., 223 pp., $8.95 (Sept., p. 89). 

Innovative Human Resource Management—By 
Robert L. Desatnick, AMA, New York, 208 pp., 
$16.50 (Aug., P: 10). 

Managing the EDP Function —By Arnold E. 
Ditri, John C. Shaw and William Atkins, Mc- 
a New York, 228 pp., $14.75 (Jan., 
p. s 

Security for Business and Industry—By Charles 
F. Hemphill Jr., Dow-Jones-Irwin Inc., Home- 
wood, Ill., 314 pp., $9.95 (May, p. 16). 

Statistical Abstract of the United States 1972— 
93rd annual edition, U.S. Department of Com- 
aay) Washington, pC. 1,017 pp., $5.50 (Nov., 


p. A 

Time and Management—By Ross A. Webber, 
Van Nostrand Reinhold, New York, 161 pp., 
$7.95 (Sept., A oh 89). 

Walking the Executive Plank—By Chester 
Burger, Van Nostrand Reinhold, New York, 105 
pp., $5.95 (Nov., p. 90). 


Data Processing 


Break-Up of IBM—It will restore competition to 
EDP market; by William C. Norris, president, 
Control Data Corp. (Quote—Nov., p. 94). 

Centralization or Decentralization?—Some rea- 
sons why the former is good (EDPerspective— 
June, p. 20). 

Computer Control of Constant and Variable Data 


DECEMBER 1972 


—How this is used by oil company to reduce 
receivables (Systems in Action—Jan., p. 70). 
Computerized Terminals at Point of Sale—The 
new super cash registers; by Sam Bellotto Jr., as- 
sociate editor (Nov., p. 58). 
Data Base Systems a Mistake for Many—Some 
——- to insure their maximum use (May, p. 


Data Entry Devices—Comprehensive coverage 
with information on manufacturers and a look at 
the future; by Sam Bellotto Jr., associate editor 
(Tools of the Office—Apr., p. 80). 

Data Input at Baptist Memorial —Hospital uses 
IBM 360 © increase system’s efficiency (Systems 
in Action—Dec., p. 46). 

Data Output Devices—A survey, with pictures, 
of the field ioe 1972, including impact and non- 
impact printers and crT terminals; by Sam _ Bel- 
lotto Jr., associate editor (Tools of the Office— 
May, p. 33). 

Dictating for the Programmer—How he can in- 
crease productivity with this alternate to hand- 
writing programs (EDPerspective—Aug., p. 11). 

Facilities Management—What an FM firm can 
and cannot do for you (July, p. 16). 

Give Systems Personnel a Broader Role—Let 
them analyze present procedures % determine 
data needs (EDPerspective—Nov., 

How Not to Get Hornswoggled Te Computer— 
Five methods of misuse; by Robert M. Beals, 
a a Arthur Andersen & Co. (Quote—Nov., 


How the Computer Market Is Growing—Two ex- 
perts predict a boom in communications-oriented 
systems (Jan., p. 46). 

Internal Revenue Service Switches to Direct Data 
Entry—Will affect punched card segment of in- 
dustry (AMemo—Jan., p. 80). 

Management Games: Win by Learni How 
they work (through a computer) and who uses 
them Neca og tteliat p. 16). 
sp bility Toward EDP—The 
importance of priority lists, scheduling for maxi- 
mum utilization of equipment; by Peter Lardner, 
president, Soar sly Fire & Casualty, 
Rock Island, Ill. (AMS Report—June, p. 69). 

Manuals Play Vitel Role—What a good one 
should contain (EDPerspective—May, p. 18). 

Midi and Maxicomputers—Detailed study of 
trends in the field, with specifications chart of 
latest models; by Lewis M. og contributing 
editor (Tools of the Office—Nov., 27). 

Minicomputers—With chart of individual mod- 
els and list of major manufacturers; by Lewis M. 
— ss _ editor (Tools of the Office— 

ict 
Ad ob § Software: Pros and Cons—A look at 
what is available ~ when it is advisable 
(EDPerspective—Apr., p. 14). 

Peripheral Equipment—How to - for it intel- 
ligently (EDPerspective—July, p. 


P r Use of Data Processing—Can it be profit- 
able for record keeping in the personnel depart- 
ment of a small company? (Personnel Problem 
Clinic—Mar., p. 

Security of Computers—IBM’s new Magnetic 
Card Strip Reader _ i curb EDP losses 
(EDPerspective—Dec., 

Survey of Public's SE ae at 1971 
Fall Joint Conference (AMemo—Jan., p. 80). 

Think ‘Total System’—How an administrator 
should audit the various activities of his person- 
nel (EDPerspective—Oct., p. 14). 

Two Data Managers, ‘One Goal—Why it is 
essential to have a close working relationship be- 
tween EDP and communications people (EDPer- 
spective—Jan., p. 34). 

Virtual Memory and New Software—Develop- 
ments will produce more and better programs 
(EDPerspective—Sept., p. 


Editorials 


Behold the Invisible Woman—How her position 
in a male-dominated organization is changing 
(Mar., p. 19). 

Bureaucracy as an Issue—The evils of the sys- 
tem are evident in both government and the pri- 
vate sector. Presidential candidates will say what 
— on the subject in October issue (Apr., 
p. 

Convenience Can Mean Efficiency—It’s not ne- 
cessarily a frill (Dec., p. 17). 

Copiers—Are They the Culprits?—A philosophic 
look at the reasons why a manager might divulge 
ety in business as well as government (Feb., 
p. 

gee of Change—A fascinating book 


— aD aly 

‘or Prisoners—Two companies are provid- 
oan ppt Rae for inmates’ training programs 
(Apr., p. 23). 

1 Antitrust Suit—It will not be settled for 
many years (Nov., p. 17). 

Inside the Think Tank—Is anything too wild for 
business today? (Jan., p. 23 oe 

Is the Answer to Bi 2?— Re- 
marks inspired ~ new book, Whe Pteare 08 Syn- 
drome (Aug., p. 13). 

Management engl :: ; adiiedoee experiences 
indicate why (Dec., 17). 

Microfilm vs. the Printed Word—Some good rea- 
sons why books and magazines will never lose 
one os a (June, p. 25). 

le Managers Need a Lobbyist in Washing- 
Bn, injustices suffered by middle manage- 
ment: no tax deduction for business suits, com- 
mutation; pension reform bill killed (Nov., p. 


Ms. is Catching On—One reason why: it’s effici- 
ent (June, p. 25). 

New A/M Contributors: Names of four authori- 
ties added to masthead (Oct., p. 17). 

Newest ‘Offices of the Year’ —They rein in on 
radical change, refine what others have done 
(May, p . : . 

Pensions—Trend to early retirement and in- 
creased vesting of rights strengthened by a Presi- 
dential plan (Jan., p. 23). 

Plea for Simplifying Things, A—Some examples 
of ew administrative complexity (Sept., 
p. 

Sign Language Doesn’t Always Get Through— 
— graphics should be clearer (Sept., p 


Telephone Courtesy—Making long distance 
phoning easier for all (July, p. 12). 

They’re Demonopolizing the Phone Company— 
And it’s your move now, a greater telecom- 
munications options (Oct., 

CONTINUED ON NEXT PAGE 
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1972 INDEX continuep 


Uses of Adversity—It can make you look like a 
hero to your boss (July, p. 12). 

Wasting a Company's Talent—Some answers to 
the problem of underutilizing your people (Aug., 


13). 
“Word Processing Management’’—Special sec- 
tions every other month (Feb., p. 23). 


Financial Management 


Budget gy yay chart of nine key 
points; by J Loew, principal, Main La- 
frentz & Co., Philadelphia (AMS Report—Apr. = 


- 71). 

“Cash Flow—How to keep track of it; how to 
improve it (July, p. 18). 

Charge-Backs by Service Departments—The pros 
and cons in two articles (May, p. 30). 

Collection Letters—The fine art of prodding 
rN ig to get the money in; with examples 
(July, 

nt Foe Cash For Your Receivables—By Lang- 
don Van Norden, executive vice-president, H. A. 
Caesar & Co., New York (AMS Report—Aug., 


p. 34). 

Five Rules for Budget Game—By Charles C. 
Gibbons, os of the President, Upjohn Co. 
ig ne ay ar p. 

Flexible Budgeting Asa Planning Aid—One way 
to adjust projected activity levels to the actual 
ones; by Sam Berry, assistant professor of fi- 
nance, Virginia Commonwealth University (AMS 
Report—Dec., p. 75). 

Human Resources Accounting—Where it stands 
today; by Marvin Weiss, associate dean, N.Y. 
— of Technology (AMS Report—Nov., 
p. 43) 

lease vs. Buy Decisions—Factors to be con- 
sidered include tax credits, accounting investiga- 
tions, tight money situation (Feb., p. 34) 


Managerial Overview 


About Mathematical Models, Including Ours— 
What they are and how they can be used; by 
Duane R. Borst, a” Inland Steel Co. 
(AMS Report—Sept., 

Administrative aed tae! 4 is as important to 
word processing success as setting up center it- 
self (Word Processing—May, p. 58). 

Administrative Value Analysis—How it helped 
one company; by Frederick F. Fifield, Industrial 
engineering manager, Medtronics Inc. (AMS Re- 
port—May, p. 49). 

Best Administrators Are Multi-Minded—Other 
two classifications are single-minded and memory- 
minded; by Don A. Greenwood, Greenwood 
Country Day School (Quote—Oct., p. 94). 

Bonus Plans For Executives—Guidelines from 
the Federal Pay Board (AMemo—Feb., p. 96). 

Bravely, Bravely in Business—Excerpts from 
new management book by Richard Conarroe; this 
chapter on the driving force in business, self in- 
terest (Oct., p. 21). 

Canada’s Business and Government Executive 
Swap Program—They exchange administrators 
temporarily; by Roy A. Bartlett, manager, Inter- 
change Canada (AMS Report—Dec., p. 75). 

Copiers—Are They the Culprits?—A’ philosophic 
look at the reasons why a manager might divulge 
secrets in business as well as government (Edi- 
torial—Feb., p. 23). 

Don’t Let Professionals Say You Can’t Measure 
Their Work—By Lee E. Danielson, professor of 
industrial relations, Graduate School of Business 
Administration, University of Michigan (Quote— 
Sept., p. 92). 

Don’t Put Consulting Services Out for Bid—De- 
velop long-term relationship instead; by James H. 
“a editor, Consulting News (Quote—Oct., 


Executive pointments and Moves—Report of 
a survey by Battalia, Lotz & Associates giving 
percentages (AMemo—Jan., p. 80). 

Four-day Work Week—Seen as : national trend 
in AMS survey (AMemo—Apr., 02). 

Four-day Workweek and the sted 
istrative implications examined; by William B. 
Werther, and John W. Newstrom, Arizona State 
University (Dec., p. 18). 

Getting Your Bearings i in a Complex Situation— 
New book, Analyzing Human Performance, by 
Robert F. Mager and Peter Pipe (Nov., p. 40). 

Goal for Year Ahead is ‘Work Smarter‘’—An 
overall look at office developments predicted for 
ig” by Lewis E. Lachter, executive editor (Jan., 
p 


. 28). 

How ‘It’s His Fault’ Became ‘Let’s Work This Out 
Together’—And solved store’s problem of exces- 
sive returns (Nov., p. 22). 

Management's New Learning Environments— 
Programs are now designed to stress physical as 
well as mental development (Aug., p. 14). 

1972 Mood of Management, The—Results of 
A/M’s first annual survey of reader opinion 
(Jan., p. 24). 

Organizational Effectiveness—On the impor- 
tance of keeping a charted account of objectives, 
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with sample chart; by Donn Coffee and Robert 
H. Burke (AMS Report—May, p 50). 

Responsibility and father Renaike on both 
by William Blackie, retired chairman of Cater- 
pillar Tractor Co., upon at of 1972 Leffing- 
well Award (AMS Report—July, p. 37). 

Salaries Rise, Bonuses Soar—Survey ‘of A/M 
subscribers, with charts based on management 
level, education, other factors (June, p. 26). 

Seeing Is Not Always Believing—Jumping to 
conclusions can be a management danger; by 
William D. Perry, purchasing director, MFA In- 
surance Co. (AMS Report—June, p. 72). 

Shorter Work Week—AMS survey shows that 
it results in higher employee morale for some 
companies; discussion of a national trend (AMS 
Report—Feb., p. 90). 

Social Issues—How hot ones can put managers 
on the griddle; by Alvin Levenberg, vice-presi- 
dent, Jefsteel Business Equipment Corp. (Opinion 
Quarterly—Jan., p. 74). 

Take a Postmaster to Lunch—You may find he’s 
every bit the businessman you are; by Walter A. 
Kleinschrod, editor (Sept., p. 37) 

Unions for Managers—AMA report indicates 
some middle managers feel they should organize 
for collective bargaining (AMemo—July, p. 67). 

What Management Owes Society, If Anything— 
Roundtable discussion (Sept., p ) 


Miscellaneous 


Association News 
(Arranged alphabetically 
by organization name) 


AMS 53rd International Conference—Adminis- 
trative Management Society convenes May 24-26 
at the Denver Hilton (Feb., p. 88). 

AMS in Denver—Schedule of events and infor- 
mation about the city (AMS Report—Mar., p. 


St s Latest develop- 
ments in office FB vo nes re) of Houston 
meeting (AMS Report—Mar., 

First C.A.M.‘s Named by AMS—Includes pic- 
tures of thirteen who earned certificates in profes- 
= program (AMS Report—Apr., p. 


International Conference Update—Additional 
speakers and sessions scheduled (AMS Report— 
Apr., p. 74). 

AMS 7th Office Land i June 15- 
16 in San Francisco (AMS Ss. p. 52). 
C.A.M. Designations—14 candidates from U. 
and Canada receive certification (AMS Report— 

July, p. 40). 

AMS Officers for “94 73—Picture of new board 
(AMS Report—July, p. 40). 

AMS Mail ates TY Symposium-—September 27 
in Rochester, N.Y. (Sept., 66). 

AMA Has New Pe tar $d Management 
Association’s Professional Institute will concen- 
trate first on management education (AMemo— 
Jan., p. 80). 

Business Equipment Show—Will replace dia. 
tinued BEMA exposition (AMemo—Mar., 

International Word Processing Recnibaptae 
Formed—List of officers and first events (AMemo 
—Mar., p. 76). 

Two WP meetings—One by International Word 
Processing Association; other sponsored by AMA 
“Word Processing Management’’—June, p. 62). 

NMA Convention in New York—Agenda of the 
1972 National Microfilm Association with list of 
companies exhibiting (May, p. 70). 

Society for Advancement of Management—Now 
affiliated with AMA (AMemo—July, p. 67). 


Other Miscellaneous 


Accid. * 


Pr i How to me hazards 
and educate your people (Sept., 

Administration: The Public Has a es View of It 
—A look at some of the reasons why, with a com- 
parison of both liberal and conservative attitudes 
toward egg” by Walter A. Kleinschrod, 
editor (Mar., 20). 

‘Average’ Letter Cost—Up one cent in 1972. 
(Apr., p. 55). 

Body Language Important, Too—Nonverbal 
communication often speaks louder than words; 
by Dr. William G. Savage, Department of Busi- 
ness Education, sUNY at Albany (AMS Report— 
Aug., p. 33). 

Break- -Up of IBM—lIt will restore competition to 
EDP market; by William C. Norris, president, 
Control Data Corp. (Quote—Nov., p. 94). 

Bureaucrats in Washington—U:S. Government 
Organization Manual describes each bureau and 
~ Pd officers (Personnel Problem Clinic—Feb. 
p 

Bureaucracy: What the Presidential Candidates 
Say—Republican and Democratic ~~ an- 
swer questions from A/M (Oct., 18). 

Canada’s Business/Government Eoomtice Swap 
Program—They exchange administrators tempo- 
rarily; by Roy A. Bartlett, manager, Interchange 
Canada (AMS Report—Dec., p 

Cities—Their downtown las must not be 
abandoned by the business community; by D. 
Kenneth Patton, economic development admin- 
istrator, New York City (Opinion Quarterly— 
pan, B. 75). 


Corporate Day Care Takes Its First Steps—How 
some business-subsidized programs are being con- 
ducted across the peng: by Tom Maxwell, 
assistant editor (May, p. 

Disastrous ‘Agnes’ feed” The—How office staffs 
mobilized; by Tom Maxwell, associate editor 


(Se 

a. 9..! World: Dream or Nightmare?—From 
“The Wired City: Another Viewpoint,’’ by Kath- 
leen Spangler, writer, Graphic Arts Progress 
(Quote—Oct., p . 

Executive Recruiters—What you always wanted 
to know about them but were afraid to ask; in- 
terview with John wes by Walter A. Klein- 
schrod, editor (Feb., p. 24). 

Forget the eubeinaie, Just ‘Communicate’—Ex- 
cerpt from When in Doubt, Mumble; by James 
H. Boren, president, National Association of 
Bureaucrats (Quote—Nov., p. 94). 

Index for 1972—All features and selected items 
in Vol. XXXIII, Nos. 1-12 (Dec., p. 93). 

Jim Woodward Is a People Man—A look at how 
the assistant vice-president of The Hartford In- 
surance Group performs his job (May, p. 60). 

Making a Training Movie—Tips on ie to do it 
(Aug.,. p. ° ¥ 

Metric System— Manag is preparing for 
the changeover (Jan., p. 3 

Metric System Documents—Study by Depart- 
a of Commerce available. (ANemo—teb.. 
Pp 


1972 Microfilm Source Book—Report on Home 
Office Employee Terminations by Life Office 
Management Association (AMemo—Aug., p. 75). 

Office Space Goes Begging—Some real estate 
predictions for 1975 (AMemo—Mar., p. 76). 

Postal Service: No Where to Go But Up—Now 
that it is not a cabinet department; by Sam 
Bellotto Jr., associate editor (Jan., p. 40). 

Suburban Moves by Large Companies—They 
wc take their problems with them (AMemo 
—Fe 

Sur A dl Handle With Care—In business they 
usually mean trouble; Excerpted from Bravely, 
o 4 in Business by Richard Conarroe (Nov., 


Waste Paper Recycling—It scores poorly, only 
18 percent do it (AMS Report—Apr., p. 78). 


. . 
Office Environment 
(Office design, furnishings, maintenance) 

Audio-Visual Room at Petrol Institute—De- 
scription of an excellent setup for meetings; by 
Lewis E. Lachter, executive editor (Aug., p < 

Carpeting—A look at the new fireproof, anti- 
static floor coverings for offices; by Tom Maxwell, 
assistant editor (Mar., p. 72). 

Decor Reflects G&W’s Diversity—Conglomerate’s 
headquarters suits environment to a4 of each 
subsidiary (Office of the Year—Sept., 

Desks and Work Seasinne-Ponsioning them 
properly can increase efficiency (Systems in Ac- 
tion—Jan., p. 71). 

Fire and Nhe Unsafe Office—What can make 
building a hazard, and some positive recommen- 
_ by Tom Maxwell, assistant editor (Apr., 


Five Steps to Better Office Layout—Sample lay- 
outs, graphs, charts; by Ernest T. Tierney, vice- 
oo os Management Services Engineers Inc. 

ept 

Ideal Wwe re of good environ- 
mental mix (Word Processing—Aug., p. 58). 

Landscaping the Office—Example of how con- 
version from the conventional saved money (Sys- 
tems in Action—July, p. 62). 

Manufacturers Bank: Room to Expand—Offices 
in downtown Detroit alternate private areas with 
open plan (Office of the Year—June, p. 74). 

Modular Office Design Aids Merger—Chubb/ 
Pacific Indemnity Group economically and aes- 
thetically solves problems through use of parti- 
tions (Office of the Year—Dec., p. 28). 

New Modularity, The—Recent refinements in 
this office design concept; by Charles Cumpston, 
assistant editor (Nov., p. 19). 

ffice for Nuclear Scientists, An—Westinghouse 
“idea factory” pursue futuristic goals (Office of 
the Year—Aug., p. 2 

New Combinations Extend Lighting Options— 

With a chart on how much and where (July, 


. 46). 

“Office of the Future—Automation revolution- 
izing the environment; by John Hockman, man- 
ager of office systems, Canadian National Rail- 
way (AMS Report—Jan., p. 

‘Offices of the Year’ for 1971—A/M’ ‘Ss annual 
selection: First Award winner, McDonald’s 
Corp., Oak Brook, Ill. (May, p. 2); Award of 
Merit winners, Manufacturers National Bank, 
Detroit (June, p. 74) and Weyerhaeuser Co., 
Tacoma, Wash. (June, p. 76); Honorable Men- 
tion winners, Advance Mortgage Corp., South- 
field, Mich. (Oct., p. 80), Blue Cross—Blue 
Shield of Tennessee, Chattanooga (July, p. 49), 
Chubb/Pacific Indemnity Group, Los Angeles 
(Dec., p. 28), gs ok meg Industries, New 
York (Sept., p. 26), Union Mutual Life Insur- 
ance Co., Portland, Me. (Nov., p. 24), and West- 
inghouse Electric Co. Nuclear Energy Center, 
Monroeville, Pa. (Aug., F 27). 

en Office in Formal Grid Style—Unionmu- 
tual’s layout suits paper flow better than freeform 
(Office of the Year—Nov., 

Reception Rooms—lIllustrated piece on some 

outstandingly attractive ones (Apr., p. 32 


ADMINISTRATIVE MANAGEMENT 
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‘Saving’ on Office Rentals—lIronically, you in- 
crease them to benefit (AMemo—May, p. 87). 

Variety Spices Up Long Hallway—Description 
of one decorator’s solution (Mar., p. 51 

Weyerhaeuser Offices: Long on Livability—They 
take common-sense approach to word processing, 
—— and locale (Office of the Year—June, 
p. 


Office Equipment 
Machine, Supplies, Furniture 


(See also Data Processing, Office Environment, 
Systems Improvement, Telecommunications, and 
ord Processing) 


Accounting Machines: Where Are They Going 
From Here?—A list of companies making them 
today and description of latest models (Tools of 
the Office—Mar., p. 44). 

Addressing and Mailing Equipment—Modular 
and functional, it’s part of a systematized depart- 
ment (Tools of the Office—Sept., p. 43) 

All That New Telecommunications Equipment— 
Covers the present field in customer switching 
gear, station equipment and intercoms; by Sam 
Bellotto Jr., associate editor (Oct., p. 40). 

Audio/Visual Devices—They mR ad business 
training more convenient, increase retention; with 
list of packaged programs; by Sam Bellotto Jr., 
_ editor (Tools of the Office—Aug., p. 


Automatic Typewriters—With chart showing 
capabilities of models available; by Sam Bellotto 
| a — editor (Tools of ‘the Office—June, 


“Business Forms—Factors that make a difference 
in the amount you spend; by Jesse L. Clark, 
Paperwork Systems, Newton, Mass. (May, p. 82). 

Calculators: A/M‘s 1972 Guide—A comprehen- 
Sive overview with charts; by Sam Bellotto Jr., 
associate editor (Feb., p. 66). 

Calculators—Important recent developments in 
the field, with list of new models (Aug., p. 68). 

Checkwriters Thwart Electronic Embezzlers— 
With list of major manufacturers (Oct., p. 30). 

Computer-Printed Labels—Description of self- 
adhesive Tabulabel system (Systems in Action— 
May, p. 47). 

Conveyors: Work Moves, People Stay Put—A 
look at some office systems, with list of manu- 
facturers (June, p. 80). 

Copiers ‘73: Controlling the ‘Pennies Per’—De- 
velopments include new plain paper machines, 
engineering improvements, pricing innovations; 
by Richard E. Hanson, featured contributor 
(Tools of the Office—Dec., p. 30). 

Dictating Machines—A survey of the market 
with chart showing — of various models 
(Tools of the Office—June, p. 46). 

Magnetic Tape—New uses Viiinsireted (Jan., p. 


Microfilm—Small portable readers and software 
advances; chart covering readers and reader- 
printers; by Sam Bellotto Jr., associate editor 
(Tools of the Office—July, p. 23). 

New Facsimile Machines—They feature faster 
speeds, sharper image reception (Oct., p. 46). 

Paper Buying—A guide for naan, covers 
basic terminology, chart of weights (Tools of the 
Office—Jan., p. 48). 

Paper Copiers Previewed at Hanover—Survey of 
new machines, both plain paper and coated 
(June, P 

Recycled Paper—Soon to be required of firms 
selling paper products to New York City 
(AMemo—Jan., p. 80). 

Transparencies for Training—New way to make 
them in three minutes or less (Aug., p. . 

What to Look for in an Office Desk and Chair— 
—- specifications by a designer (July, 
Pp 

When Time Machines Count—Review of the new 
ones; manufacturer list (Nov., p. 70). 

Writing Instrument of the Future—Some predic- 
tions by the Writing Instrument Mfrs. Association 
(AMemo—May, p. 87). 

Writing Instruments: The Big Picture—Photo 
SS). portraying the many types available (Dec., 
Pp. 


Personnel 


Absenteeism—Findings of the American Medi- 
cal Association (AMemo—May, p. 87). 

Braless Look Voted Down—AMS survey on way 
women dress (AMS Report—Mar., p. 60). 

Clerical Productivity Programs——Study avail- 
able: ‘Managing in a Service Economy” 
(AMemo—June, p. 99). 

Clerical Salaries Rise—Data, with charts, from 
AMs survey for U.S. and Canada (AMS Report— 
Aug., p. 31). 

Discrimination Cases—Brief discussion of sev- 
eral cases, involving employee’s religion, marital 
“et sex (Personnel Problem Clinic—Apr., 

1 


Errors: Getting nag ae to Care—cna/Insur- 
ance’s special — ae Responsibility in 
Daily Effort (Nov., 

How ‘It's His Fault’ cil ‘Let's Work It Out 
Together’'—And solved Ta s problem of exces- 
sive returns (Nov., p. 3 

Five-day Week, The—Brochure from Research 
Institute of America (AMemo—Sept., p. 91). 


DECEMBER 1972 


Reprints Available 


ARTICLES IN BACK ISSUES of A/M 
are available in reprint and photo- 
copy form. For reprint information, 
see Reader Service Card. Photo- 
copied articles may be ordered at 
the following rates— 

Articles appearing on one or two 
published pages—$1. Articles ap- 
pearing on three or four published 
pages—$2. Additional published 
pages—25 cents each. Lower rates 
apply on quantity orders. Address 
inquiries and orders to Reprint De- 
partment, Administrative Manage- 
ment, 51 Madison Ave., New York. 


Fringe Benefits Grow—During 1971 they aver- 
ee percent of annual pay (AMemo—Mar., 
Pp : 

Give Systems Personnel a Broader Role—Let 
them analyze | nen procedures and determine 
data needs (EDPerspective—Nov., 2 

Increasing Productivity—A sure way to do it is 
os give workers a challenge (AMemo—Nov., p. 


Men Returning to Secretarial Work—Stenos and 
typists earning more (AMemo—July, p. 67). 
Moving the Men Who Move the Mail—Special- 
= cross-training, and advancement do it at 
W (Sept., p. 50). 
ag oy Cite Programs—A Department 
of Ded official discusses their future (Apr., 


36). 

“Personnel Problem Clinic—Monthly Q/A col- 
umn by Paul A. King. Topics include: adequate 
— time; battle of the hair length (Jan., 
P. ) 

- Booklets about your company; liability in- 
surance; “arrest” questions on employment ap- 
plication; when is absenteeism ‘“‘excessive”?; 
swapping equipment when someone leaves; Fed- 
eral Garnishment Act (Feb., p. 12). 

Relocating long-term employees; evaluating 
personnel; salary garnishees; breaking a sales- 
man’s contract (Mar., p. 10). 

Poor driver salesmen; moonlighting while 
on sick leave; wearing tinted glasses indoors 
(Apr., p. 11). 

. What you can ask job applicants; unions; 
anonymous phone calls; piped music; maternity 
leave; the “best’’ worker; how to select a per- 
sonnel manager (May, p 

Keeping pean: ol from divulging trade 
secrets; sex discrimination on application forms; 
discharging employees who refuse to work over- 
time; sick benefits for miscarriages; religious holi- 
days for unusual sects (June, 

Fairness in disability ‘settlement; allowing 
educational benefits; hiring a pregnant woman; 
special expenses in getting to work (July, p. 10). 

Retirement of a heart case against his 
personal doctor’s advice; working conditions for 
hourly workers; state vs. Federal laws on sex 
discrimination; an employee who suddenly quits 
(Aug., p. 6). 

What is covered by ‘“‘maternity benefits’; 
bachelors as “poor employment risks”; abusing 
free-time privileges in connection with “funerals; 
vacation time for re-employed returning veteran; 
discrimination against minorities (Sept., p. 14). 

i Screening wife of sales applicant; smoking 
in forbidden areas of a plant; funeral leave; race 
discrimination in secretarial help; employee who 
admits to marijuana (Oct., 

. Vacations in advance; "eligibility for union 
membership; pregnancy as a reason for non-hir- 
ing; legitimate overtime; checking on employees’ 
age; wearing political buttons; the EEOC position 
on long hair and arrest records (Nov., p. 14). 

P Six-month appraisal procedures; overtime 
pay to females; shoplifting; cash shortages; how 
long are applications “active”? (Dec., p. 10). 

Pensions—Proposed Federal plan would in- 
crease vested rights for workers me are laid off 
or change jobs (AMemo—Jan. 80). 

Pensions—Trend to early vileounment and in- 
creased vesting of rights strengthened by a Presi- 
dential plan (Editorial—Jan., p. 23). 

Record Systems and the ‘Now’ People—Report 
on a taped three-hour discourse on filing and the 
undermotivated, with questions from an invited 
management audience (June, 30). 

Reliability in Temporaries— his rated most im- 
portant by personnel managers (AMemo—Aug., 

75). 
we Rewards—How to use them to increase pro- 
ductivity; by Grant E. Barton, instruction re- 
search psychologist, and Harold T. Smith, as- 
sistant professor of business education, Brigham 
Young University (AMS Report—Feb., p. 87). 

Right Way to Pay, The—Guides to salary admin- 


istration, with explanation of the Compa-Ratio; 
by Rich hard P. Rooney, personnel director, John- 
son & Johnson (AMS Report, Oct. p. 75). 

Salaries On the Rise—Recent figures from sev- 
eral companies show social security benefits also 
“— up (AMemo—Oct. 3 

alary Ranges for 15 ce Jobs—Contained in 
new report from AMA (Feb., p. 59). 

Shorter Work Week—AMS survey show that it 
results in higher employee morale for some com- 
panies; discussion of a national trend (AMS 
Report—Feb. p. 90). 

Salary Guideli Administrators de- 
scribe criteria for setting wage structure for non- 
= in new survey (AMS Report—Noyv., p. 

). 


Surprises: Handle With Care—In business they 
usually mean trouble; excerpted from Bravely, 
4d in Business, by Richard Conarroe (Nov., 
p. e 

Temporaries Help a One-Time Project—Job was 
to microfilm 1,250,000 papers (Systems in Action 
—Oct., p. 72). 

Temporary Office Workers—Three ways to bud- 
ivy for Onat by Sam Bellotto Jr., associate editor 

ar., 

tae Personnel—California survey shows 
that 60 percent of firms use office temps (AMS 
Report—Jan., p. 58). 

Think ‘Total System’—How an administrator 
should audit the various activities of his EDP 
personnel (EDPerspective—Oct., p. 14). 

Turnover Rate for Office Personnel—Chart cov- 
= calendar year 1971. (AMS Report—July, p. 


Wasting a Company’s Talent—Some answers on 
how to avoid underutilizing people (Editorial— 
Aug., p. 13). 

hat Is a Secretary?—Management’s image, 
the job-holder’s image, the changing image; b 
Anne K. Ramsey, administrative assistant, Rol- 
lins College (‘“‘Word Processing Management”— 
Dec., p. 59). 

Yearly Increments—Should one be given to a 
soon-to-exit employee? Yes (Personnel Problem 
Clinic—June, p. 12). 

You Owe It to Yourself al Delegate—And to 
your subordinates, too; by Rose H. Scott (AMS 
Report, Dec., p. 74). 

Young and Che Old, The—Dartnell study ex- 
amines where they fit. in personnel picture 
(AMemo—Apr., p. 102). 


Self-Management 


Executive eee the upswing, figures 
show (AMemo—Sept., ). 

Executive Job Pa a from General 
Executive Services survey (AMemo—Oct., p. 93). 

Executive Tension—Survey of subject available 
ag ee Extension Institute (AMemo—Apr., 
p. 

Management's New Learning Environments— 
Programs are now designed to stress physical as 
well as mental development (Aug., p. 14). 

Public Speaking—Important to learn; by Robert 
Orben, publisher of business-oriented humor pub- 
lications (Opinion Quarterly—Jan., p. 75). 

Self Development—Don’t sell yourself short on 
motivation; by Harry Rotenbury, director of vital 
records, Insurance Co. of North America (AMS 
Report—May, p. 52). 

Time Management—How to make every minute 
count; by Irwin B. Margiloff, professional engi- 
neer, Armonk, N.Y. (AMS Report—Jan., p. 

Tougher Men in Management—They could raise 
productivity as much as 30 percent; by John A. 
Song president, Patton Consultants (Quote— 

ept. 

ody of Adversity—They can make you look 
like a hero to your boss (Editorial—July, p. 12). 

You Owe It to Yourself to Delegate—And to 
your subordinates, too; by Rose H. Scott (AMS 
Report, Dec., p. 74) 


Systems Improvement 
Copying and Duplicating 


Offset Copying Saves Church Money—It switched 
from bond — ee to offset (Systems in 
Action—Oct., oad 

Purchase-Order Copies as Receiving Receipts— 
National Accelerator Laboratory uses 3M 609 
copy machine (Systems in Action—May, p. 44). 

Repro Options—lIn setting up or redesigning an 
in-house duplicating system; by M. R. Noelken, 
eo manager, Monsanto Corp. (Mar., 
p. Pe 


Maii-Handling Systems 


Addressing System Used by Baltimore Colts— 
Scriptomatic 38-S speeds up mailing of team’s 
news bulletin (Systems iin Action—Apr., p. 96). 

Modern Mai enioies of 
pre ee that can update and streamline the work 

re 

aes Mailroom, The—Special section (Sept., 
pp. 37-52). 

Routing Memos and Magazines—Some_ sug- 

gestions on doing it efficiently (Sept., p. 52). 
CONTINUED ON NEXT PAGE 
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1972 INDEX continveD 


Record-Keeping 


File eg Capacity—How one firm doubled 
it (July, p. 

Files V3 a to stamp them out; by 
Richard F. Slade, general services manager, Credi- 
Thrift Financial Corp. (AMS Report—Feb., p. 


8). 

buide to Record Retention Requirements—1972 
edition available (AMemo—May, p. 4 

Record Systems and the ‘Now’ People—Report 
on taped three-hour discourse on filing and the 
pore with questions from audience 
(June, p. 

Storage Patiey at United Airlines—An example 
of how to manage tons of records (Sept., p. 58). 


Systems Improvement—Other 


Accounting, Billing System Cuts Processing Time 
—30 percent reduction from Hermes F-4 (Sys- 
tems in Action—Sept., p. 68). 

Adding Machines Ther Don’t Add—They’re used 
~4* n inventory (Systems in Action—Noyv., 


gi the Budget Problem—A time-share com- 


: puna) helps Y organization (AMS Report—Oct., 


“Cloned Circuit TV—How Dallas bank uses it to 
train interns (Systems in Action—Apr., p. 97). 

Data Network, CRTs Keep Motorists Moving— 
How an IBM 2319 facility keeps track of seven 
million motorists; by George J. Syrett, assistant 
director, EDP, N.Y. State Department of Motor 
Vehicles (AMS Report—Mar., 59). 

Fax Transmission to 44 Branches—Exact copy 
—" go by phone (Systems in Action—Sept., 
P. 

Moving Paper—Metropolitan newspaper uses 
lazy susan and moving belt (Systems in Action— 
May, p. 46). 

Paperwerk Control at Browning Arms—New 
form speeds procedures (Systems in Action— 
Dec., p. 52). 

Point-of-Sale Automation System—How it has 
speeded customer service at + peamemmea Ward 
(Systems in Action—Jan., p. 71). 

Reports That Are Unneeded—How Pan Am has 
cut them down: by John G. Dentz Jr., industrial 
engineer, Pan Am/asp (Feb., p. 65). 


Telecommunications 


All That New Equipment—Covers the present 
field in customer switching gear, station equip- 
ment and intercoms; by Sam Bellotto Jr., associ- 
ate editor (Oct., p. 40). 

Cutting Communicating Costs—Ways to control 
them, with a look at various alternatives (Oct., 


1 a7). 

Cutting Long Distance Costs by 10 Percent—Dial- 
ing direct is a big help; by Frank K. Griesinger, 
contributing editor (Dec., p. 22). 

Don't Dial ‘O’ If You Can Help It—A look at 
comparative costs for operator handled calls; by 
Jules Levin, manager of communications, USS. 
Plywood Corp. (AMS Report—Feb., p >». 

Emerging Interconnect Market, The—40-page re- 
port available. Two new microfilm standards pub- 
lished: one for facsimile transmission, other a 
grid gauge (AMemo—June, p. 98). 

Ma Bell Interconnects!—General view of tele- 
communications and management approaches to 
it; by Frank K. Griesinger, contributing editor 
(Oct., p. 35). 

Privately Owned Telecommunications System— 
It saves firm estimated $5,000 a year (Systems in 
Action—Nov., p. 66). 

Setting up a Communications Center—How com- 
panies staff and physically arrange them; by Joan 
Zaffarano, associate editor (Dec., p. 2 

Telecommunications and Management—Special 
section (Oct., pp.. 35-50). 

Telephone Switching Technology—New elec- 
tronic system due from Bell Labs by 1976 
(AMemo—July, p. 67). 

They're Demonopolizing the Phone Company— 
And it’s your move now, toward age telecom- 
munications options (Editorial—Oct., 

Training Them to Be enmmanianies: Wise’— 
What various members of the organization should 
know to help cut costs; by Frank K. Griesinger, 
contributing editor (Dec., p. 25). 


Word Processing 


AEC Has Word Processing Center—Central Reg- 
ulatory Electronic Stenographic System_is used 
by atomic energy staff in Bethesda (AMemo— 
Feb., p. 96). 

Administrative Support—It is as important to 
success as setting up the wp center itself (Word 
Processing—May, p. 58). 

Automatic Typewriters—With chart showing 
capabilities of models available; by Sam Bellotto, 


_ ATTRACTIVE + ECONOMICAL and invaluable 


for maintaining in one handy place 
a dozen fact-filled issues of A/M! 


Administrative 
Management 


MAGAZINE 
FILE CASES 


With these FILE CASES you'll find yourself referring to back coples of 

ADMINISTRATIVE MANAGEMENT time and again. Personne! Problem Clinic, 

EDPerspective, Tools of the Office, Systems in Action, and ail the other 
' Important regular A/M features will be “‘on tap”’ at all times. 
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associate editor (“‘Word Processing Manage- 
ment’’—June, p. 36). 

Automatic Typewriters—How they are rated by 
ie ag \ eica Processing Management” 
—Aug 

Booklet Takes Mystery Out of WP for Users— 
How ne 2 ard handles it (Apr., p. 52). 

d—What makes a good 
wp operator and = they’re not trained properly 
now; by Eunice Crooks, president, E. C. Secre- 
tarial Services (Apr., p. 48). 

Changing Secretary/Boss Relationship, The— 
How wp is affecting this (Word Processing— 
Dec., p. 72). 

Control System in Word Processing—Sample of 
a center’s production record; (‘‘Word Processing 
Management’’—Aug., p. 38). 

Converting the System in 10 Steps—How to go 
from a ‘‘social’’ 7 a productive office (Word 
Processing—Mar., 12). 

Cost/ Rachonnannsh Ratios—You can’t apply them 
to WP on assumed standards (Word Processing— 
June, p. 64). 

Curing a ‘Social Disease’—Word Processing can 
cure the a boss/girl office (Word Pro- 
cessing—Feb., 

Dictating ay ‘ie ‘Book—Manual helps word 
originator send correspondence over firm’s PBX 
— (“Word Processing Management”—Feb., 
p. 

n 


How to make a flexible 
mix of it, with chart showing options (Word Pro- 
cessing—Nov., p. 56). 

Dictating Machines—A survey of the market 
with chart showing capabilities of various models 
(‘Word Processing Management’’—June, p. 46). 

Endless Loop Dictatin Systems—Some examples 
of how it works (“‘Word Processing Manage- 
ment”—June, p. 46). 

How the Organization Rates WP—Survey show- 
ing degree of acceptance at various levels (““Word 
Processing Management”—Feb., p. 38). 

Ideal WP Center—Description of good environ- 
mental mix (Word Processing—Aug., p. 58). 

Moving a WP Center—How Bonen Airlines 
flew from New York to Miami without losing 
a oe (“Word Processing Management”— 
Oct., p. 60). 

iter ‘Editorial Advisory Board—Pictures of five 
members (‘‘Word Processing Management”— 
Feb., p. 45). 

‘Personalized’ Printing for a Communications 
Firm—How its wp system holds 100 pre-written 
letters, with 12 items of variable information 
(Sept., p. 72). 

Printing: How to Buy It—Rules for dealing with 
a professional printer; by Charles J. Caes, market 
representative, Sherman Printing Co. (‘Word 
Processing Management”—Feb., p. 58). 

Putting the Communicatin aa Card Selectric 
to Work—1BM’s CMC/ST used at LaSalle Steel Co. 
accesses remote ag ag (“Word Processing 
Management”—Dec., 61). 

Respect for Typists Retest is due to both 
~— s Lib and we (Word Processing—Oct., 

Selling WP to Management—How a North 
Carolina bank has done it (“Word Processing 
Management”’—Feb., p. 42). 

Soft Dollar Savings—The importance of these 
unseen mates to “hard” savings (Word Process- 
ing—July, p. 23). 

Start With a Survey—The techniques for a suc- 
cessful one, including sample chart (Word Pro- 
cessing—Apr. we eA 

System Is Key to Media—Discussion of tapes 
and cards (“Word Processing Management”— 
Aug., p. 52). 

Text Processi Editing and setting copy by 
computer; by Steven J. Austreich, supervisor, 
computer word processing, Port of f N.Y. Author- 
ity (AMS Report—Nov., p. 49). 

They Stress the Clause in Germany—Their letter 
generation system often more efficient than ours 
(Word Processing, Jan., p. 12). 

Time Sharing—How it works for wP systems 
(Tools of the Office—June, p. 

WP Centers Are a to muffle the sound 
of machines (Apr., p. 

we Management: Two Case Histories—Illus- 
trated stories from two companies, Sandoz- 
Wander and South Central Bell, detailing how 
their centers work (Apr., p. 45). 

Newsfile— Nationwide leasin prog am for 
Ty-Data gear announced; Oxford Penda mr Nets 
Office Products Industries Inc. (Aug., 

WP Outlines Incentive Itineraries — Vas ‘one 
travel company does it (““Word Processing Man- 
agement’ *—Aug., p. 56). 

WP Users’ Manual—Detailed how-to article, 
based on book at First Union National Bank; by 
Thomas J. Anderson, assistant vice-president, ‘and 
William Trotter, technical editor (“Word Pro- 
cessing Management”—Oct., p. 53). 

What Is a Secretary?—Management’ s image, the 
job-holder’s image, the changing image; by Anne 
K. Ramsey, administrative assistant, Rollins Col- 
— Processing Management’—Dec., 
Pp 

Word Processing at Blue Cross—Time-shared 
system links Boston and New York, sets type for 
contracts, directories (“Word Processing Man- 
agement’ ’"—Aug., p. 46). 

“Word Processing Management’’—Special sec- 
tions to run in A/M every other month (Editorial 
—Feb. p. 23). Oo 
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